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DEPARTMENT OF HEALTH b MENTAL HYGIENE
All Units including Local Health Departments, Facilities, Professional Boards & Commissions

ltem# Description of Records (Programs, Forms, etc.) Retention

1.

2.

3.

General Schedule - Administrative Records
(THIS IS A DEFAULT DHMH SCHBHIU FOR RECORDS CREATED AND USED I N THE

ADMINISTRATION AND OPERATION OF THE VARIOUS D H M H SUBDIVISIONS AND OFFICES.

THIS SCHEDULE IS NOT AUTHORIZED FOR USE WITH PRO6RAM HIES, WHICH REQUIRE

PREPARATION OF INDIVIDUALIZED SCHEDULES.)

Administrative Communication- includes incoming and outgoing letters,
foxes, e-mails, recordings, and other types of communication.

E-mail of continuing administrative value should be saved to pc hard-drive or else
printed, and handled as printed communications. Electronic files may be erased
after verifying printed or transcribed hard-copies of the documents.
Memos of short-term interest e.g., appointments, post-it notes, reminders, FYl-files,
calendars, etc, are considered "working files"and are temporary, non-record
materials.

a . Budget and Accounting Records-
• Annual Budget Requests
• Timekeeping and Leave Records
• Petty cash receipts, requisitions, order forms, inventory records, etc
• Other budget or accounting records

Electronic Accounting files- including spreadsheets, databases, tables, etc,
that ore not kept in printed format, or are ongoing, continuing records.

b. Contracts (Retention period starts at completion of contract).

c Audits

Supervisor's Personnel Hies- supervisor's working papers, such as PEP
documentation, doctor's notes for sick leave, and other papers used by the
supervisor. (This is not the "official" personnel file, which is maintained in the
Personnel Services Administration or Personnel Office).

1. Establish annual folders, maintaining current year and three (3)
previous year's folders in office or records center. Screen files for
duplicate and non-record material which may be destroyed if no
longer needed.

Temporary working files, memos, etc are to be destroyed when no
longer needed. Non-record e-mails are to be deleted from server
within 30 days of receipt. Record copy e-mails (which have been
downloaded to pc hard drive) should be backed-up at feast semi-
annually and retain back-up for three (3) years.

2 a. Organize records by fiscal year. Retain current year and three (3)
previous years folders until all audit requirements are met, then
destroy if no longer needed.

Backup at least semi-annually, retain backup copy for three (3) years
and until all audit requirements are met, then erase if no longer
needed.
2 b. Retain completed contracts for five (5) years and until audit
requirements ore met, then destroy.

2 c Retain Internal and Legislative Audits for ten (10) years, then
destroy. All other audits are permanent. Transfer periodically to
State Archives.

3. Screen periodically, removing outdated information. Retain until
employee transfers or retires, then destroy.

APPROVED BY: (DHMH Official)

SIGNATURE: 1/tft^ DATE i((f/t>l
m Seeman, Deputy Secretary for Operations

AUTHORIZED BY: (State Archivist)

'SIGNATURE: ' / DATE:
MAR 1 2 2001

Edward C. Papenfuse, Jr., State Archivist

D6S 550-1 (DHMH 1



Department of General Services
Records Management Program

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NUMBER 2112

PAGE 2 OF 2

DEPARTMENT OF HEALTH fr MENTAL HYGIENE
All Units including Local Health Departments, Facilities, Professional Boards & Commissions

I t e m N o . Record Ser ies Desc r ip t i on Reten t ion

4.

5.

Records Management File- Contains authorized Records Retention
and Disposal Shedules, completed Records Transmittal and Receipt
forms with storage locations, Certificates of Record Disposal, Records
Inventory Forms, Electronic Record Worksheets, etc

Unit History Hie- Information screened from other record series
including documents which shows the development of the Deportment,
unit, or program,- documents signed by the Governor; unit publications
(one copy of each); copies of internet/ intranet home pages, etc;
newspaper/magazine/ internet articles; film, photo, VCR/digital
recordings of ceremonies, awards, etc

Retain permanently; periodically transfer to State Archives.

Retain permanently; periodically transfer to the DHMH History
File, for eventual transfer to the State Archives.

eS 550-1 (DHMH-1998) ConUasalfon Sheet



•CTBUCttOMt - TVP( OR PRINI A SEPARATE FORM FOR EACH NCW
REVISED RECORD SERIES FORWARD-WITH RECORDS RETEMTIOtt
8CHE0UIE (DCS S » l |

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

tin WATERLOO ROAD
r o IOX i n . JESSUP. MARYIANO MTM

AGENCY RECORDS INVESTOR*

P*Ot f- Of <r

1. DEPARTMENT/AGENCY

TPr+R+f-
1 DIVISION I. UNIT

^Arf(^^J>^Prr
DEFINITION • Records Series • A |ioup of Misted reArds normally Med and nod u a unit fat lohroaco u will M utmloit a»d dlstesWon •ureosH.

RECORO SERIES TITLE fifi/?)//)/ I . IARUEST YEAR f IATETEST YEAR

TO

I. RECORD SERIES DESCRIPTION (Briefty desert* (he tfpes of Wonnali is/forms found In Ihe Series Include the purpose or fundion of the Series) /

U5 fiCCrffan^Jwdk-M'

1. RECORD SERIES FORMAT(S)

^le t lerS i te O Microfilm

O legal See O Compulei tape

O Bound Book K^ftoppj Dsk

o Audio Tape

O Olhci (Specify).

O Video Tape

S. RECORD SERIES SEQUENCE

O A^jtubclical

O Numercal

A^Cruonotogrcal

o GeoQiaphcai

O Oher (Speufy)

t . VOLUME
O Fie Draw*t(s)
O Mterofilm Red («)
o Computer Tape (s)
O Other (Specify)

Number

10. ANNUAL ACCUMULATION
O Fa* O'twe' (s)
O Mefoftm Reel (s)
a Compulei Tape(s)
O Other (Specify) _

Number

11. FILE IS USED

a Weekly O Monlhry

12. FILE BECOMES INACTIVE AFTER

Number T

Ll BECOMES INACIIVt K

O Monlh(s) O Year(s)

11. CURRENT LOCATtONfS) (Bidg. Floor. Room)

k^
14. IS RECORD SERIES DUPLICATED ELSEWHEREt (If yes. apec*y tgenCf or office)

J0UP Yes Mtififal tO - (jCmJtX a No

I I . ACCESS RESTRICTIONS (II yes. die tew(«) S ragutalion(s)

o Yes tjr? No

1 1 AUDIT REQUIREMENTS

(SsNone a State o Federal InOEpvnOenl

17. I t AN INDEX SYSTEM USED? (If yes. t>0am briefly and

desette any hardware/software)
I I . RECOMMENDED RETENTION

O Yes K No ourAtyfjA* 3^
I I . NAME AND TITLE OF MtEPARER 30. TELEPHONE NUMBERi. TCLf PHONE NUMBER ^ / « . DATE \/& - / ^ j

DCS UM fUmttt WBJ)



•CTRUCHONt - TYPt OR PRIM A SEPARA1E fORU FOR EACH NEW

RtVISEO RECORO SERIES. FORWARD. WITH RCCOROS RETCNTIOH

SCHCOUIE(OGSS»I)

DEPARTMENT OF G E N E R A L SERVICES
RECORDS MANAGEMENT DIVISION

7175 WATERLOO ROAD
10 IOX 1tt • JCSSUP. MARYLAND 10714

AGENCY RECORDS INVENTORY

Ptf _S or • 4 T

1 DEPARTMENT/AOENCV t DIVISION I . UNIT

DEFINITION • Records Series • A fienp af t«Ut»4 rWbrdi lomilly l l*d tntf «Md w » wwlt fat n h r o o M w » w wtwi lw m l < I I > » I W O I I puf^oiH.

4. RECORD (ERIEt TITLE

^M£0<
/4-0#*J) I . IAHUEIT YEAR I LATETEST YEAR

T̂O

i r *• '
I . RECORD CERIEI DESCRIPTION (Brieflj d n o t x the types of WonnjiJwVdxumenltflonni found ki Iht Sefies Include Iht purpose «function of the Stow)

ty (toWkxiA &J%? tfutrs Q). /buffi ' ItfrL

>-_c«4k rcJ5, rf*'<, f^"1/ Mwufoy-J^-

1. RECORD SERIES FORMAT(S)

Letter Site O Moofikn

o legal Sue O Computer Tape

O Sound Book rfFloppyDsk

D AutfoTape O Video Tape

o Other (Speelfir)

I . RECORD SERIES SEQUENCE

o Afchabctic*!

D Numerical

O Chionolopical

o Geooraphicai

O Other (Specify)

t . VOLUME
O FleDr*wei(t)
O Mcrotilm Reel (»)
o Computer Tape (s)
O Other (Specify)

Number

10. ANNUAL ACCUMULATION
O fit Oftwei (s)
O MieteTilm Rwl (»)
o Compuit' Tape(s)
o Other (Specify) _

Numb6(

I I . FILE IS USED

iX^Dafy O Weekly

11 FILE BECOMES INACTIVE AFTER

O Monthly O Monthf*) O Year(t)
Number

11. CURRENT LOCATION(8)(Bidg, Floor. Room)

CLD( 00-"rv^ <^M^
14. IS RECORD SERIES OUPUCATED ELtEWHERET (If y «

* Yes fcu/nrff rfrOf&Uu. f

or oflice)

I I . ACCESS RESTRICTIONS {II yes. ct* hjw(s)« ragutalion(t)

o Yes o No

IS. AUDIT REQUIREMENTS

O None ^C State O Federal O Independent

17. IS AN INDEX SYSTEM USED? (II yes. expUm bnefty and
deicrte any hardware/software)

o Ve$. No

I I . RECOMMENDED RETENTION 4

II. NAME ANO m i E OF MEMRER » . TEiemONE NUMBER»a>Bbv n v n f c wtvaaiDa»o / H. DATE

urn**
OCS 8*M (Rrmtd MB)



H^PUCIIOHS - TYPE OR PRINt A SEPARATE FORM f OR EACH NEW
REV1SCO RECORD JERlEI FORWARD-WITH RECORDS RETENTIOM
SCHEOUIF. (DCS 960-11

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Wi WA1ERLOO ROAD
fOIOXJTJ.JtSSUP, MARYLAND 307*4

AGENCY RECORDS INVDrtORV

*>*•. .5 o, y

1. OEPARTMENT/AOENCV

pffMt-
2. DIVIStdNAu, 1 UNIT

DEFINITION. RKeidi Serin • A |r««p of related nibti* •oimilly lied ind netd M • unit h i wterwn M wet! u I H I B I M ni <li»tiWoB >Mf»oi*t.

4. RECORD SERIES TITLE

"<66firw& fifa •
I. EARLIEST VfAR ILATETEST YEAR

T̂O_

I . RECORD SERIES DESCRIPTION (Briefly describe the types d Jnt«m«ii(xV(toeumenltAomn found In the Series Include the pupose or function of the Scries)

< ^ W ^ ^ farrds • J^CUd^

1. RECORD SERIES rORMATfS)

letter S B * O MctoTilm

O legal Sue o Compmer tape

O Bound Book o Floppy Osk

o AucfoTape O Video Tape

O Olhei (Specify)

I . RECORD SERIES SEQUENCE

/{Oktjhabclical

O Numetcal

0 Chronolooical

o Geogtaphical

O Olhet (Specify)

I . VOLUME
O FleDn)wcr(l)
O Mciofilm Red (i)

o Cemputei l*x (s)

0 Other (Specify)

Number

10. ANNUAL ACCUMULATION
O File Ottwei (s)
D Maenim Reel (s)
O Compute' lape(s)
O Olhef (Specify) _

Nuvnbci

11. FILE IS USED

O Olily O Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

o Month(s) O Vmt(s)
Number

11. CURRENT lOCATtON(S) (Bldg. Ftoot. Room) 14. IS RECORO SERIES OUfUCATEO ELSEWHERE1 ( I f»« . •pecly •gency oi effce)

o Yes a No

I I . ACCESS RESTRICTIONS (If yes. <*• kw(s) • reguUion(s)

^ Yes o No

11. AUDIT REQUIREMENTS

^ / N o n e V ^ a Sute O Federal O Independent

17. IS AN INDEX SYSTEM USED? (II yes. txpUm briefly and

describe any naroVwe/sofiware)

o Yes. No

mmT^U^ ̂ f^'^^- r

f l . NAME AMD TITLE OF WEMRER

«̂

MILE vr rncrAnciy JO. TEIEWOHE MtMBttEPHONE NUMBER , / » . DATE

DCS S5(M (RmtM V93)



MSTRUCHOHt - TYPE OR PRINl A SEPAAAK f ORM FOR EACH NEW

RCVISEO RECORD «ERfM FORWAR0.WUH RECOROS RETEtftrOtt

8CME0UIE (OGS S » l )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7J75 WATERLOO ROAD
PO 8OX IIS • JWSUT. MARYIANO W M

AGENCY RECOROS INVENTORY

. . . / •

« * . ? Of A
1. DEPARTNENT/AOENCY

c (I
t DIVISION

' , f < ^ -
I . UNIT

DEFINITION • Record! Series • A frogs of i t l t M reArde noimally lied and vied M I unit for refereace M will M iftonlt* wd dli^tiden yuryeiH.

4. RECORO SERIES TITLE»«nu ctrutk I I I L E ft - / I . EARLIEST YIAR IUTETEST YEAR

TO

1 RECORD SERIES DESCRIPTION (Briefly desert* the types of Monnitionfecumenls/fonns found ki the Series Include the purpose or function of the Series)

pikJL d tot^. jUubftfcX£r*# urn* {U^M.
II

7. RECORD SERIES rORMAT(S)

f^et iet Site

o Legal See

O Bound Book

O Audio Tape

o Othei (SpccVr) '

O MciofHfl)

o Compulei Tape

O Floppy 08k

o Video Tape

RECORD SERIES SEQUENCE

O AlphabOeil

D Numerical

O Cnionolog<cal

o Geographical

O Other (Speedy)

I . VOLUME
O FleOrtwer(t)
O Wcrolihn Red (t)
D Computer Tape (s)
O Other (Specify)

Numbei

10. ANNUAL ACCUMULATION
O File Oitwti (j)
o Miaofilm Reel (I)
D Compute Tape(s)
a Other (Specify) _

Number

11. FILE IS USED

O Oaiy O Weekly f^Monlhry

11 FILE BECOMES INACTIVE AFTER ^CknUjLtJ 0%^ tyf^J^ffrJVU*^

su5&rs orth(») o Vear(s)
Number

11. CURRENT LOCATIONS) (Biog. Floor. Room) 14. IS RECORD SERIES OUMJCATEO ELSEWHEREt (II yes. apedly tgeney or effce)

1«. ACCESS RESTRICTIONS (If yes. d a hm(s) I regulalion(s)

o Ves . ^ N o

I I . AUWT REQUIREMENTS

P^None o Stale O Federal o Independem

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardwire/software)

o Yes ^ M o

I I . RECOMMENDEO RETENTION , y , / 7 ^ , ^

&Ji unuf fuUt &<<f*^«-TZ«r

I I . NAME AND TITLE OF MEPARER 30. TELEPHONE NUMBER

*/D -7£7~&*:
t\. DATE

OCS i!M |R««iM VU)



|HSTRUCTK)NS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS REHWOK.-
SCHEDULE PCS JSO-t)

DEPARTMENT OF GENERAL SERVICES
-RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O BOX 17i . JESSUP. MARYLAND 207M

AGENCY RECORDS INVENTORY

P** £ " " Of -<T~

1. DEPARTMENT/AGENCY

7)H)iM
1 DIVISION

/H-L~
1. UNIT

DEFINITION • Recordi Sorio* • A group of related r t&rdt normally Mod tnd mod •• • unit for teftrence •• wtll •• retanton aad dl»po»Won »urpo»tt,

4. RECORD SERIES TITLE

^/p^/^7//^

6. EARUE8T YEAR f LATETEST YEAR

TO

I. RECORD SERIES DESCRIPTION (Briefly desert* the types of rtormitiorVdoarmenls/fonnt found in the,Series Include the purpose or function of the Series)

7k~j tfWftA&U$*7'Z<l iMllfe $

Jitr-ftr fax s^ ^ ^ iJlusfr£k fa
iOUy / / ^

&i
s

J. RECORD SERIES FORMAT(S)

^ l e t t e r Size o MicroTilm

o legal Size o Compulei Tape

O Bound Book O Floppy Disk

o Audio Tape o Video Tape

D Oihei (SpecHy) /Pi / . ^ S -

I . RECORD SERIES SEQUENCE

a Alphabetical

O Numerical

O Chronological

O Geographical

D Other (Specify) hf/A

I . VOLUME
o File Orawei(s)
a Mciofiim Reel («)
O Computer Tape (s)
• Other (Specify)

Numbei

10. ANNUAL ACCUMULATION
D File Drawer (9)
O Microfilm Reel (s)
o Compute' lapels)
O Other (Specify) __

Number

11. FILE IS USED

O Oaily

12. FILE BECOMES INACTIVE AFTER

O Weekly 4£Monthty

COMK INACTIVE AFTER /2^t^W^'

^l ' O Monlh(s) O YeardO Monlh(s) O Year(s)
Number

11. CURRENT LOCATIONS) (Bldg. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHEREt (II yes. specify agency or office)

O Yes ' O No

18. ACCESS RESTRICTIONS (II yes. cite law(t) S regulalion(s)

O Yes O No

I I . AUDIT REQUIREMENTS

a Stale o Federal O IndependentJA.one

17. IS AN INDEX SYSTEM USED? (II yes. explain briefly and
descrfce any hardware/software)

I I . RECOMMENDEO RETENTION'

o Yes ^ - N o to
) RETENTION , i-- / *v /> / I ff f F

I I . NAME AND TITLE OF FREPARER » . TELEPHONE NUMBER 21. DATE

ff/-a W-tiW a(/w


